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working on her golf handicap, took a job because she
was bored with “playing” and wanted to feel productive
again. She found a flexible, part-time job in a new field,
far removed from the retail business she had started
thirty years prior. She found that with a part-time job
she could be productive and still work on her golf game.

Another, who had been forced to retire by his employer,
started as a volunteer at a local senior citizen center, and
quickly became the paid director. He particularly liked

helping his peers to see their retirement in a new way by
starting classes that taught them about computers, travel

and volunteer opportunities.

At age 88, after twenty years on the job, beginning at
an age when most people have retired, one older worker
began preparing twenty-four meals every day for area
seniors.

Maybe older workers today are leery of that old
adage “you retire, you die.” Working, staying
mentally and physically active, and involved may
not make us live any longer, but they can make the
remaining hours and days more fulfilling. &

For more information:

http://pewsocialtrends.org
http://www.utah.gov/seniors/
http://www.hsdaas.utah.gov/pdf/aging-initiative.pdf
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Cover Letters

A cover letter is a great way to sell
yourself.

BY KIMBERLEY BARTEL, ECONOMIST

n impressive cover letter is a good

way for older workers to convince

employers to interview them for the
jobs they want. What is a cover letter? It is
basically a marketing tool for you. Your resume
contains factual information about your skills
and accomplishments, while your cover letter is
an opportunity to sell yourself to the employer.

It is a short letter (no more than one page)
written to a specific person about a specific job
that contains three parts:

First paragraph: Explain why you are writing
and mention the job you want. Do not start
with the sentence “I am writing about the
position...” Learn something about the
company that you can write about in this
paragraph or if you have been referred to the
company, mention the person’s name.

Second paragraph: Sell yourself and show

oft your writing skills. Write about all of the
skills, knowledge and abilities you have that
will benefit the company/organization. Do not
write about what they can do for you. Focus
on your accomplishments and performance
that are related to the job you are applying for,
not the number of years you have worked or

a long history of your experience. This is an
opportunity to use current industry jargon and



This is your
Oopportunity to
convince the

. employer to
Interview you for the
job you want!

Dear Mr. Doe:

d for an Administrative Assistant in your company

I was very pleased to learn of the nee: O rmes. 1 believe I have the qualities you

from your recent advertisement in the Anytow

to mention your up-to-date
technical skills. Use key words
from the posted job description.
Don't rewrite your resume, since
it will accompany this letter, but
you can refer to it.

Third paragraph: Write that

you are very interested in the job :

and would like to work for the
company. Indicate what the next
steps will be. Do not write, “You
can contact me at...” rather, re-
quest an interview and let them
know when you will contact
them. Include your contact in-
formation.

Some Don'’ts:

Don't include salary informa-
tion. After you've been offered
the job, negotiate for salary.

Don't copy a cover letter you
find on the Internet, write it in
your own words because it will
more likely catch the employer’s
attention.

Don’t send the same cover letter
for every job, write a new letter

jobs.utah.gov/wi

are seeking:

Your needs:
Independent Self-Starter

5 Years Office Experience

My Qualifications: o
De):/eloped tracking system for legislative
issues; served as liaison between legislators

and department personnel.

Over 6 years office experience; two years
experience as Office Manager.

L’

Sample From Cover Letters That Knock ‘em Dead, by Martin Yate

tailored to each job you really
want.

Don’t send a cover letter that
has mistakes in it.

Don't forget to sign it—blue ink
is best so the employer can tell
that it is an original signature.

Don’t address the letter “Dear
Sir” or “Gentlemen”if you don't
know whom you are sending the
letter to because these terms are
outdated. Use “Dear Director

of Human Resources” or some-
thing similar to make sure it
gets to the right person.

Make sure someone you trust
edits your cover letter for

content, grammar, and tone
before you send it. Your cover
letter should communicate
your energy and ability to meet
the employer’s needs. Spelling,
grammar and punctuation

should be perfect.

If you are emailing your cover

letter, make sure that all three

paragraphs fit on the screen so
the employer doesn't have to

scroll. &

A cover letter is a great

way to sell yourself and

an excellent one can get
you the interview.
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